Google

Using Gmail

Grace A. Dow Memorial Library

www.midland-mi.org/gracedowlibrary [i
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Why use Gmail?

e Free

 Web-based
o Access from any web enabled device
o Access from smartphones

e Don’t need your own internet
connection



[ Gmail — inbox screen
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Scheduling Calendar - skedge me - Stop Playing Phone Tag, See Clients Streamline Your Business and Grow Why this ad?
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Starred
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Labels — use like folders
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new window

COMPOSE

m
|
1

Scheduling Calendar - skedge.me - Stop Playing Phone Tag, See Clients Streamline Your Business and Grow

Inbox (1) . i .
Reminder: Introduction to PowerPoint @ Mon May 7 2:30pm - 3:30pm (gadmiref@

Starred gmail.com) Inbox  x
Important

_ Google Calendar calendar-notification@google.com May 7 (2 days ago)
Sent Mail to me
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web page “You are receiving this email at the account gadmirefi@gmail. com because vou set a reminder for thiz event on the calendar
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L to R: back, archive, report spam, delete, move to,
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Reply Options
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Reply — click reply — start typing

above old message — click send

#+ Reply

= Forward

Send Save How Discard Draft autosaved at 4:50 PM (0 minutes ago)
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To "Redwine, Katherine” <kredwine@midland-mi.org=
Add Cc Add Bece  Edit Subject  Attach afile  Insert: Invitation
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« Plain Text

Check Spelling -

Thank-you for reminding me|

On Tue, May 8, 2012 at 4:33 PM, Redwine, Katherine <kredwine@midland-mi.org> wrate:
Don't forget to prepare for the gmail class.

Katherine Redwine
Grace A. Dow Memoaorial Library

Midland, M

& v

Send Save How Discard Draft autosaved at 4:50 PM (0 minutes ago)




4
;

m Save Now Discard Labels ~

To "Katherine Redwine” <madlilbn@gmail.com:, "Ann Jarvis" <gadmlref@gmail.com:,
Cc "Redwine, Katherine" <kredwine@midland-mi.orgs,
Add Bee

Subject | Test message

Attach afile Insert: Invitation
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Check Spelling -

Test Test Test|

New Email:
1. Click compose

2. Type addresses — commas

between
3. Type message
4. Click Send
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Things to Know about Attachments

e You can attach more than one file per email
e Do not attach a number of large files to one email

e My rule of thumb is no more than three photos
per email

o Watch for files with .tiff, .jpg, .pdf, .ppt

e Person receiving files must have compatible
software to open files
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Starred gmail.com) nbox X roctoring
Important Receipts
G le Calendar calendar-notification@gooc May 7 (2 days ago - -
Sent Mail o4 @0C saved V7 (2 days 2go)
to me [+
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Travel Invitation from Google Calendar Trash
b You are receiving this email at the account gadmiref@ r for this event on the calendar
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Organizing your email

e To move emails to a label/folder

e Open email or click on checkmark next
to email

e Click "Move to” tool (looks like a file
folder)

e Select folder

e Same menu has “create new” and
“manage labels”
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Contacts




Click Gmail to change to
contacts or tasks
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Contacts -

HEW CONTACT

My Contacts (1)
YouTube

Most Contacted (20)
Other Contacts (104)

MNew Group...
Import Contacts ..

Contacts List

]~ 2y More Katherine Redwin - Katherine Redwin ~ { >
| | HKatherine Redwine kredwine@midland-mi.org 989-837-3442 Grace A Dow Memaorial Library

“ gadmlirefi@gmail.com ~

Q-
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Contacts detail page

Google

Contacts ~ +
NEW CONTACT
My Contacts (1) Add a picture
YouTube
Most Contacted (20)
Other Contacts (104)
Mew Group...
Import Contacts...
Work
Work
Birthday
Home Page

by
AT ] More ~

Katherine Redwine

My Contacts

kredwine@midland-mi.org
Add email

980-837-3442
Add phone

Grace A Dow Memoaorial Library
Add address

May 26
Add date

www.midland-mi.org/gracedowlibrary
Add URL

Saved

gadmiref@gmail.com -

o

Add a note




Create a Group
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YouTube %
Most Contacted (20) New group

Other Contacts (104)

Please enter a new group name.
Mew Group...

|Libran|

Import Contacts...

Cancel




. Add contacts to group

ooge

41l Contacts ~ “

Vacation End now Vacation Seftings

Katherine Redwine has been added to "Library”. Undo

20~ [~ More «

NEW CONTACT

+" My Contacts
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Saved ﬁ -

[ »

|y contacts (1) Add a picture ¥ Library EME
Library (1) YouTube -
YouTube
Most Contacted (20) Create new
Other Contacts (104)
MNew Group...
Import Contacts... kredwine@midland-mi.org Add a note A
Add email 5
Work 989-837-3442
Add phone
Work Grace A Dow Memorial Library
Add address
Birthday May 26
Add date T
Home Page www midland-mi.orgi/gracedowlibrary
Add URL
- i
Done & Internet | Protected Mode: On v ®100% -




Spam & Viruses




Spam & Viruses

e Spam is unwelcome email.

o If you signed up for an email list, you can
unsubscribe.

e Google blocks obvious spam so that there is much
less spam in Gmail than you may realize.

e Google blocks certain types of files as attachments
that may contain viruses.

o .exe files are completely blocked.



To mark a message as spam

File Edit View Favorites Tools Help x  Google ~ | *Psearch - | More» o B

. Favorites  |E8|~| 0] Outlook Web App | ] Inbox (198) - ma... X

Play YouTube News ) Nt I More ~
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mportan
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Check the box next e ~
to th e m essa g e —_— Unsubscribe from Family Tree Magazine?

In addition to marking this message as spam, Gmail can attempt to automatically
unsubscribe you from Family Tree Magazine, by sending an unsubscribe request

click on the report i —

‘ Unsubscribe and report spam Report spam Cancel

spam icon — if you

get the popup
S message, click one
U of the buttons.




To make a message not spam

e Click on spam label

e Place a checkmark next to messages you want to
change

e If email is not spam, click "Not Spam” near the top
of the screen

Gmail - “ Delete forever  Not spam | "R - More ¥

Shop Philosophy® Online - www.philosophy.com - Shop Philosophy's proven skin care solutions & beauty products today.
Inbox {(187)

Starred Katherine Redwine: More May Bargains Spam  x

Important

Sent Mail Amazon.com store-news@amazon.com

Drafts tome (=

Spam (3)

ITrash A Why is this message in Spam? You clicked "Report spam” for this message. Learn more
Circles &

Imapl/Sent E Images are not displayed. Display images below

[Imap]Trash (27)

genealogy =

lMemberships .

Fersonal Click here if the e-mail below is not displayed correct - -= % Facebook - |88 Twitter

IChat % Amazon.com

ITravel
oty -
h 10 ll I Your Amazon.com = rToday's Dealsl | See All Departments!



Gmail > Events or Tasks

Gmail ~

I Inbox (2)
Starred

Important
Sent Mail

Drafts

[Imap)Drafts
[ImaplSent

Deleted Messages

Chat

@ Joan Grady

You are invisible.

Google

COMPOSE

FW: National Youth Leadership Course Expanded!

0 - -

Organizational Leadership - Leadership.Morwich.edu - Online Masters Degree, Accrec

K & M Maak kmmaak@omail.com via troop767.net

to Troop767 (=
Hello,

Below is information for those considering attending NYLT this summer. It
is an excellent leadership training experience for those who attend.

Yours in Scouting,
Mrs. Maak

—~0riginal Message—
From: Thomas Oleniacz [mailtofom.oleniaczi@scouting.org]
Sent: Wednesday, May 09, 2012 1224 PM

To: kmmaak@amail.com
Subject: Mational Youth Leadership Course Expanded!

Lake Huron Area Council
General Email and Announcements
http:tfwww.lhachsa.org/

Inbox

Mark as unread

Mark as important

Add to Tasks

8 H
Add star "=
Create event -

Filter messages like these

Mute

Joan Grady ~

10f20 > -
Why this ad?

People (2)

K & M Maak

kmmaak@gmail.com

HE -

Show details

Ads — Why these ads?

PhD Programs 100% Online

Earn a PhD in Technology Management
from Your Home at Your Own Pace!
EducationDegreeSource.com/OnlinePhL

MS Leadership Classes
Masters Degree Online - Apply Mow!
ATop Rated Program by US News.
www.quinnipiac.edufgu-online

Rent ISBN 9780136066453

Eeont Mactaring Salfl eadarchin

Click ‘More’ when reading an Email — add information
to your calendar or task list.
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Settings — Tabs — General

Settings Q-
General Labels Accounts and Import Filters Forwarding and POPIIMAP Chat Web Clips Labs Inbox Offline Themes
Language: Gmail display language: English (US) [*] Show all Ianguage options
Maximum page size: Show conversations per page
Show contacts per page
Keyboard shortcuts: i@ Keyboard shortcuts off
Learn more

") Keyboard shortcuts on

External content: @ Always display external content (such as images) sent by trusted senders - Learn more
") Ask before displaying external content

Browser connection: (") Always use hitps
Learn maore () Don't always use https

Conversation View: i@ Conversation view on
(SR UMD SRR ATMRSSTRIREEE =) Conversation view off

grouped togemer)

Button labels: @ lcons

Learn more ) Text

Stars: Draq the stars between the lists. The stars will rotate in the order shown below when you click successively. To

learn the name of a star for search, hover your mouse over the image.




Note: tabs stay

at top when you
scroll down.

Create a
signature —
shows up
at end of
every

email, but
' can delete
- or change
if desired.

Settings

o B

General Labels Accountsand lmport Filters Forwarding and POPIMAP Chat WebClips Labs Inbox Offline Themes

Importance signals for
ads;

Signature;
(anpendad 2 e end of all auigaing

H'B&ﬂp&}
Learn more

Personal level indicators;

Snippets:;

You can view and change your preferences here.

() No signature
B 7 U T-+-A-T-eoMiZi=E E W=

1~

Grace A, Dow Memarizl Library
Midlznd, MI

i@ Noindicators
i) Show indicators - Display an arrow ( » ) by messages sentto my address (not a mailing list), and a double
arrow ( » ) by messages sent only to me.

i@ Show snippets - Show snippets ofthe message (like Google web search!).
i) Mo snippets - Show subject only.

11

Don't forget to scroll down

and click SAVE




Vacation Responder

Settings Q-

General Labels Accountsand import Filters Forwarding and POPIMAP  Chat Web Clips Labs Inbox Offline Themes
SMPpPeLs: @) NOW SMIPPeTS - SNoW SNIPPeTs T Ne Message (IIKe S00gJle WeD Searcn).

i) Mo snippets - Show subject anly.

Vacation responder: i) Vacation responder off
(sends an auicmated reply 0 Incoming

i@ Vacation responder on
messages 'ElIﬂBISEI'ﬂS]U.IE-EEﬁl

meszsages, Tils Fuomated reply will be sent Firstday: WMay 16, 2012 D Ends:
# most once every 4 d37E) ]
Learn more Subject:  vacation

Message: | will return to my office on May 26. -

Enter information

you want sent to Recommendation:

— .
Only send a response to people’in my Contacts  JFTEPENCTIEEE AT

anyone that
Sends you an () Use Unicode (UTF-8) encoding for outgoing messages

I I I I I . i@ Advanced attachment features - See progress bars when attaching files to messages, and attach multiple
files at once. Requires flash. Learn more
() Basic attachment features - Attach one file at a time and don't show progress bars.

i@ Use default text encoding for outgoing messages

Save Changes ] [ Cancel ]

Always scroll
down to Save
@ Changes.




Questions?




